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AUTOMATED  AF29  FORM 


University  at  m^ 

A  major  enhancement  to  the  AF29  process,  occurring  in  FY90, 
is  the  automation  of  the  AF29  Authorization  form  required  for 
data  processing  procurements  by  Executive  Branch  departments. 
AF29  forms  submitted  to  BSPP  will  be  generated  from  the  DR  and  DS 
transactions  entered  into  MMARS  by  departments.   The  forms  will 
print  at  the  OMIS  Data  Center  on  the  8th  floor  of  the  McCormack 
Building  and  will  be  separated  for  distribution  to  departments. 

Several  departments  participated  in  a  work  group  to  pilot 
the  automated  AF29  form.   The  staff  from  DCP,  DMH,  DOR,  DPH,  EQE 
and  WEL  assisted  BSPP  in  testing  and  in  developing  procedures  for 
the  implementation  of  the  new  process. 

OPENING  SCHEDULE 

Departments  will  be  .able  to  enter  DS  transactions  for  FY9  0 
contracts  as  of  June  5,  1989.   This  will  allow  sufficient  time 
for  departments  to  submit  the  AF29  and  service  or  maintenance 
contracts  to  BSPP  for  approval  and  date-stamping  by  July  1st. 

DR  transactions  will  not  be  available  until  June  15th.   The 
Office  of  the  Comptroller  is  adding  the  field  "Reporting 
Category"  to  the  DR  and  implementation  of  the  new  field  must  be 
coordinated  with  lapsing  existing  FY89  DRs  in  MMARS.   BSPP  does 
not  anticipate  that  this  delay  in  opening  FY90  for 
hardware/ software  procurements  will  have  a  significant  effect  on 
departments'  ability  to  process  AF29s  and  orders  for  July  1st. 
However,  concerned  departments  should  contact  their  BSPP  analyst. 

TRAINING  CLASSES 

BSPP  offered  training  classes  in  April,  May  and  June  on  the 
new  procedures  related  to  MMARS  data  entry  and  AF29  form 
authorization  for  department  DP  Coordinators  and  their  staff. 
Additional  classes  will  be  available.   Please  contact  the  Bureau 
for  Technical  Education  at  973-2100  for  additional  information 
and  to  register  for  a  class. 

SHELL  CREATION 

Shells  will  not  be  created  in  MMARS  for  the  following: 
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SC  Contracts 

o   Data  processing  contracts  that  reference  DRs  and 
DSs. 

LP  Agreements 

o   Data  processing  leases  that  reference  DRs,  unless 
they  are  part  of  the  Tax  Exempt  Lease  Purchase 
(TELP)  program. 

FY90  MULTI  and  CROSS-FISCAL  YEAR  CONTRACTS 

In  FY90  a  multi-year  contract  in  the  03  subsidiary  will  roll 
into  a  rejected  status  due  to  the  implementation  of  the  new 
expenditure  classification  system.   Refer  to  pages  12  and  13  in 
the  Commonwealth  of  Massachusetts  Office  of  the  Comptroller's 
Opening  Instructions  for  FY90  for  more  detail  on  Multi-Year  and 
Cross-Fiscal  Year  contracts. 


ATTACHMENT  A 
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DATA  PROCESSING  PROCUREMENTS  AND  MMARS 
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Digitized  by  the  Internet  Archive 

in  2012  with  funding  from 
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ATTACHMENT  A 


FY90 


DATA  PROCESSING  PROCUREMENTS  AND  MMARS 


OVERVIEW 

In  FY90  the  following  MMARS  transactions  will  be  used  for  data 
processing  procurements  initiated  by  your  department.   These 
transactions  require  AF29  authorization  from  BSPP  before  MMARS 
approvals  can  take  place. 


Transaction 
DR 


Title 


DP  Requisition 


Type 

Pre-encum- 
brance 


DS 


DP  Service  Requisition 


Pre-encum- 
brance 


LO 
PE 
PO 
SC 

SM 


Lease  Order 

EDP  Purchase 

Purchase  Order 

Service  Contract 

Service  Contract  Modifi- 
cation 


Encumbrance 

Encumbrance 

Encumbrance 

Encumbrance 

Change  to  an 

encumbered 

SC 


1.   Document  IDs 

The  Document  ID  for  all  transactions  in  MMARS  for  data 
processing  procurements  must  have  the  file  number  assigned  by 
BSPP  as  the  last  four  characters  of  the  seven-character  sequence 
number.   BSPP  will  not  enter  on-line  approval  to  transactions 
which  do  not  follow  this  convention.   In  addition,  based  on  the 
instructions  issued  by  the  Office  of  the  Comptroller,  the  digit 
"0"  must  be  used  as  the  first  character  of  the  sequence  number  to 
identify  the  fiscal  year  for  the  transaction. 
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2.   PR  -  Data  Processing  Requisition 

The  DR  is  used  for  two  types  of  procurements:  1)  for  goods 
only  (hardware,  software,  and  supplies),  and  2)  for  combinations 
of  DP  goods  and  services .   The  DR  must  be  entered  into  MMARS  by 
the  department  to  initiate  a  data  processing  procurement.   This 
can  be  done  only  after  the  Notice  of  Proposed  Procurement  (NOPP) 
has  been  submitted  to  BSPP,  a  BSPP  file  number  has  been  assigned, 
and  a  Screening  Conference  with  BSPP  has  taken  place. 

When  the  DR  is  processed  through  the  MMARS  nightly  cycle, 
the  AF29  form  will  be  printed  at  the  OMIS  Data  Center  on  the  8th 
floor  of  the  McCormack  Building.   (This  assumes  that  the  DR 
transaction  does  not  have  errors.)   The  forms  will  be  available 
for  pick  up  at  the  Data  Center's  Customer  Service  counter. 


Note:   Department  couriers  must  specifically  ask 
for  the  AF29  forms  at  the  Customer  Service  counter. 
The  forms  will  be  in  separate  envelopes  for  each. 
They  will  not  be  put  into  the  department  bins  as 
originally  planned.   Departments  who  have  MMARS 
reports  mailed  will  find  these  AF29's  included. 


The  department  must  take  the  necessary  steps  to  obtain  the 
department  head's  signature  and  the  Secretariat's  signature  (if 
applicable)  authorizing  the  procurement. 

BSPP  will  enter  level  4  approval  on  the  DR  on-line  in  MMARS 
at  one  of  the  following  points  in  the  procurement  process: 

a.  After  the  AF29  request  form  has  been  authorized  by  all 
signatories  and  has  been  date-stamped  by  the  Office  of  the 
Comptroller.   [Work  orders,  contracts,  and/or  agreements  may 
also  be  required  prior  to  level  4  approval.] 

or, 

b.  When  a  request  for  a  competitive  procurement  has 
received  Idea  Approval  by  the  Director  of  OMIS.   This  allows 
the  pre-encumbrance  of  funds  at  the  beginning  of  the  process 
to  ensure  that,  at  the  end  of  the  competitive  procurement, 
the  funds  are  still  available  in  the  department's 
appropriation  account. 

An  approved  DR  will  pre-encumber  available  funds  in  the 
appropriation  account  during  nightly  processing  and  the  DR  will 
appear  in  "DONE"  status  in  the  Suspense  File. 


3.   PS  -  Data  Processing  Service  Requisition 

The  DS  is  only  used  for  procurements  which  solely  involve  DP 
services.   DP  services  include  03  consulting  services  (individual 
and  corporate),  contracts  with  service  bureaus,  hardware  and 
software  maintenance,  and  cabling  services.   Unlike  the  DR,  the 
DS  identifies  a  specific  vendor.   Under  certain  circumstances 
BSPP  will  authorize  OPENORDER  transactions  for  DP  service 
procurements . 


Note:   Under  the  current  classification,  cabling 
services  are  charged  to  the  03  subsidiary,  130 
object  code.   Hardware  and  software  maintenance 
is  charged  to  the  12  subsidiary,  601  object  code. 


The  department  must  enter  the  DS  to  initiate  the  request  for 
data  processing  services.   This  occurs  after  the  Notice  of 
Proposed  Procurement  has  been  submitted  to  BSPP,  BSPP  has 
assigned  a  file  number,  and  a  Screening  Conference  has  taken 
place . 

When  the  DS  is  processed  through  the  MMARS  nightly  cycle, 
the  AF29  form  will  be  printed  at  the  OMIS  Data  Center  on  the  8th 
floor  of  the  McCormack  Building.   (This  assumes  that  the  DS 
transaction  does  not  have  errors.)   The  forms  will  be  available 
for  pick  up  at  the  Data  Center's  Customer  Service  counter. 


Note:   Department  couriers  must  specifically  ask 
for  the  AF29  forms  at  the  Customer  Service  counter. 
The  forms  will  be  in  the  department  bins  but  will 
be  separated  from  all  other  MMARS  reports. 


The  department  must  take  the  necessary  steps  to  obtain  the 
department  head's  signature  and  the  Secretariat's  signature  (if 
applicable)  on  the  AF29  form  as  authorization  for  the 
procurement . 

BSPP  will  enter  level  4  approval  on  the  DS  on-line  in  MMARS 
at  one  of  the  following  points  in  the  procurement  process: 

a.   After  the  AF29  request  form  has  been  authorized  by  all 
signatories  and  has  been  date-stamped  by  the  Office  of  the 
Comptroller.   [Work  orders,  contracts,  and/or  agreements  may 
also  be  required  prior  to  level  4  approval.] 

or, 


b.   When  a  request  for  a  competitive  procurement  has 
received  Idea  Approval  by  the  Director  of  OMIS.   This  allows 
the  pre-encumbrance  of  funds  at  the  beginning  of  the  process 
to  ensure  that,  at  the  end  of  the  competitive  procurement, 
the  funds  are  still  available  in  the  department's 
appropriation  account. 

During  the  next  nightly  processing  cycle,  MMARS  will 
automatically  generate  an  SC  for  each  DS  which  has  reached  DONE 
status.   In  cases  where  an  OPENORDER  DS  has  been  entered  the 
system  will  not  generate  an  SC.   The  department  must  submit 
individual  SC  input  forms  and  appropriate  documentation  to  BSPP . 

The  DS  Document  ID  will  appear  as  the  Reference  Document  on 
the  line  items  of  the  SC.   Refer  to  #5  below  for  additional 
details  on  SC  transactions. 


4 .   LP  -  Lease  Orders 

The  LO  is  the  encumbering  transaction  for  data  processing 
goods  which  have  been  authorized  through  the  AF29  process  to  be 
leased,  rented,  or  leased/purchased.   This  includes  the  Tax 
Exempt  Lease  Purchase  (TELP)  agreements  between  the  Commonwealth 
of  Massachusetts  and  Citicorp  North  America.   LOs  for  data 
processing  encumber  funds  in  the  16  subsidiary,  737  object  code, 
and  they  always  reference  a  DR  pre-encumbrance. 

The  department  must  submit  four  signed,  original  lease 
agreements  to  BSPP.   The  agreement  must  be  signed  by  both  the 
department  and  the  vendor,  and  it  must  include  a  schedule  of  all 
items  covered  by  the  lease  with  the  periodic  charge  for  each 
item.   If  the  agreement  has  been  arranged  under  the  terms  and 
conditions  of  a  blanket  contract  established  by  BSPP,  the 
agreement  must  identify  that  blanket  contract  number  and  its 
title  to  incorporate  the  terms  and  conditions  by  reference. 

In  addition  to  the  full  lease  agreement,  the  department  must 
submit  an  LO  input  form.   LOs  for  DP  procurements  are  entered 
into  MMARS  by  BSPP  following  receipt,  review,  and  authorization 
of  the  AF29  request  form  and  the  lease  documents.   Departments  do 
not  enter  LOs  for  data  processing  items. 

BSPP  will  file  the  original  agreement  at  the  Comptroller's 
with  the  date-stamped  AF29.   When  the  Comptroller  enters  its 
required  level  5  approval  on-line  in  MMARS,  funds  will  be 
encumbered  in  the  appropriation  account  for  the  LO  and  the  same 
amount  pre-encumbered  on  the  referenced  DR  will  automatically  be 
decreased. 


Departments  are  responsible  for  sending  the 

date -stamped  AF29  and  signed  agreement  to  vendors 

as  authorization  to  provide  the  goods. 


Details  for  TELP  agreements  are  available  in  a  separate 
memorandum  and  may  be  obtained  at  the  BSPP  Reception  Desk  or  from 
your  Analyst. 

5.   PE  -  Data  Processing  Purchases 

The  PE  is  the  encumbering  transaction  for  data  processing 
hardware,  software,  supplies,  and  licenses. 

Currently,  BSPP  enters  all  PEs  into  MMARS  for  departments; 
departments  have  scan  access  only.   The  Standard  Work  Order  form 
will  be  used  by  BSPP  as  the  PE  input  form  and  BSPP  will  continue 
to  attach  a  copy  of  the  Work  Order  form  to  the  printed  purchase 
order  sent  to  the  vendor.   It  is  therefore  necessary  that  all 
departments  complete  their  Work  Orders  thoroughly  and  accurately 
so  as  not  to  delay  the  process.   If  a  vendor  provides  a  written 
quote  for  the  goods  requested,  attach  a  copy  of  the  quote  to  the 
Work  Order. 

Additional  Standard  Work  Order  forms  and  instructions  are 
available  at  the  BSPP  Reception  Desk. 

No  approval  other  than  OMIS  is  required  for  PEs,  and  that 
approval  is  automatic  at  the  time  BSPP  schedules  that  PE  for 
nightly  processing.   All  PEs  reference  a  DR  pre-encumbrance . 
MMARS  will  automatically  decrease  the  reference  pre-encumbrance 
by  the  amount  of  the  PE.   A  P/F  (Partial/Full)  indicator  on  the 
PE  will  allow  BSPP  to  liquidate  the  unspent  balance  of  a  pre- 
encumbrance  when  indicated  on  the  work  order.   The  excess  funds 
on  the  pre-encumbrance  will  become  available  again  to  the 
department . 

The  PE  transaction  will  only  allow  entries  charging  the  14 
and  15  subsidiaries  (or  the  00  subsidiary) .   A  sixth  copy  of  the 
printed  PE  will  be  distributed  to  a  Data  Center  affected  by  an 
order,  if  applicable.   Changes  to  any  entries  on  a  PE  which  has 
already  been  printed  may  be  made  by  BSPP  and  will  result  in  a 
completely  new  PE  purchase  order.   BSPP  will  continue  to 
distribute  all  copies  of  the  PE,  including  the  Vendor  and  Data 
Center  copies . 


6 .   PO  -  Purchase  Order 

In  cases  where  a  department  has  an  agreement  with  another 
Commonwealth  department  to  sell  data  processing  resources,  or  a 
department  is  required  by  statute  to  charge  for  certain  services, 
a  PO  is  used  to  encumber  the  funds  and  payments  are  made  to  the 
selling  department  through  an  Intragrovernmental  Voucher  (IV). 
An  example  is  the  OMIS  Data  Center  Chargeback  System. 


Note:   An  AF29  is  not  required  to  pay  for  services 
used  from  the  OMIS  Data  Center.   Authorization  has 
been  given  by  the  Commissioner  of  Administration  for 
each  user  department  to  pay  up  to  the  amount  shown  as 
due  payable  (net  available  credits)  on  each  OMIS  Data 
Center  monthly  invoice.   The  OMIS  Office  of 
Administration  will  forward  a  report  each  month  to  BSPP 
showing  the  amount  due  for  each  user  department. 


7 .   SC  -  Service  Contract 

The  SC  is  the  encumbering  transaction  for  all  services  in 
the  03  and  12  subsidiaries,  including  individual  and  corporate 
03s,  service  bureaus,  cabling,  and  maintenance.   SCs  for  data 
processing  are  established  in  MMARS  in  two  ways: 

1.  BSPP  enters  SCs  into  MMARS.   This  occurs  when  services 
are  included  in  a  procurement  for  both  goods  and  services, 
and  for  which  funds  have  been  pre-encumbered  on  a  DR,  or 
when  BSPP  has  allowed  a  department  to  enter  an  OPENORDER  DS; 
or, 

2 .  MMARS  automatically  generates  an  SC  for  services  which 
are  pre-encumbered  through  an  approved  DS . 

Contracts 

The  department  must  submit  four  (4)  original  service 
contracts  to  BSPP.   The  contracts  must  be  signed  by  both  the 
department  and  the  vendor,  and  must  include  all  attachments  (a 
budget,  schedule  of  deliverable/work  plan,  certificates,  etc.) 
In  addition  to  the  contract,  the  department  must  also  submit  an 
SC  input  form  if  the  procurement  is  as  described  in  item  1  above. 
BSPP  enters  the  SC  into  MMARS  following  receipt,  review,  and 
authorization  of  the  AF29  request  form  and  the  contract 
documents . 


BSPP  files  an  original  contract  at  the  Comptroller's 
Division  with  the  date- stamped  AF29.   When  the  Comptroller  enters 
its  level  5  approval  on-line  in  MMARS,  funds  will  be  encumbered 
in  the  appropriation  for  the  SC .   The  amount  pre-encumbered  on 
the  referenced  DR  will  automatically  be  decreased  by  the  same 
amount.   A  DS  pre-encumbrance  is  closed  when  MMARS  automatically 
generates  the  SC  from  this  transaction. 


Departments  are  responsible  for  sending  the  date- 
stamped  AF29  and  signed  service  contract  to  vendors 
as  authorization  to  perform  the  services. 


Maintenance  Agreements 

Contracts  for  maintenance  services  must  include  a  schedule 
of  all  items  covered  by  the  maintenance  contract  as  well  as  the 
periodic  charge  for  each  item.   Contracts  arranged  under  the 
terms  and  conditions  of  a  blanket  contract  established  by  BSPP 
must  have  a  completed  BSPP  Maintenance  Order  form  which 
references  the  blanket  contract  number  and  title  to  incorporate 
the  terms  and  conditions  of  that  blanket. 

Any  hardware  items  covered  by  a  maintenance  contract 
submitted  to  BSPP  must  be  recorded  in  the  Data  Processing 
Inventory  Management  System  (DPIMS)  before  BSPP  can  approve  the 
contract. 


As  with  other  service  contracts,  departments  are 
responsible  for  sending  the  date-stamped  AF29  and 
signed  agreement  to  vendors  as  authorization  to 
provide  maintenance  services . 


Note:   Maintenance  cannot  be  paid  in  advance.   As 
with  all  payments,  The  department  must  pay  for 
maintenance  services  in  arrears,  after  they 
have  been  provided. 


8.   SM  -  Service  Contract  Modification 

The  SM  is  used  to  change  data  on  an  existing  SC .   The 
department  must  enter  the  SM  and  forward  the  printed  SM  form,  the 
AF29  request  form  and  the  appropriate  supporting  paperwork,  such 
as  a  signed  contract  amendment,  to  BSPP.   SMs  are  required  for 
changes  to  contract  obligations,  dates  of  service,  and 
appropriation  account (s). 

Modifications  which  do  not  require  an  SM  transaction  but 
which  do  require  AF29  authorization  and  signed  contract 
amendments  may  include  changes  in  the  scope  of  the  contract, 
personnel  changes,  and  the  schedule  of  deliverable. 


8 


TRANSACTION  SUMMARY 


Note:   All  of  the  transactions  listed  below  must  be 
preceded  by  submission  to  BSPP  of  a  Notice  of  Proposed 
Procurement.   All  AF29  forms  submitted  will  include  a 
detailed  justification  for  the  procurement. 


Trans- 
Action 

Accounting 
Type 

Data 
Entry 

DR 

Pre-Encumbrance 

(DP  goods, 

or  goods 

and  services) 

Department 

DS 

Pre-Encumbrance 
(DP  services 
only) 

Department 

LO 

Encumbrance 
(DP  lease,  rental, 
installment  pur- 
chase, TELP) 

BSPP 

Required  *Docu- 
ments   for  BSPP 

AF29  Form,  Work 
Order  and/or  Con- 
tracts, if  appli- 
cable 


AF29  &  Contract 


AF29, 

LO  input 

form, 

Lease  Agree 

ment 

PE 


Encumbrance 
(DP  hardware,  soft- 
ware, supplies,  li- 
censes ) 


BSPP 


AF29,  Standard 
Work  Order  Form, 
License  Agreement 


SC 


Encumbrance 
(DP  03s,  cabling 
service  bureaus, 
and  maintenance) 


a.  MMARS   AF29  &  Contract 
(from  a  DS)  or  Cabling 

Estimate 

b.  BSPP    AF29,  Contract, 
(when  a  DR)  &  SC  input  form 


SM 


Change  to  an 
encumbered  SC 


Department 


AF29,  printed  SM 
form,  &  contract 
amendment 


CROSS-FISCAL  YEAR  CONTACTS  AND  AGREEMENTS 

The  procedures  for  establishing  FY90  encumbrances  in  MMARS 
for  contracts  and  leases  which  have  been  authorized  through  the 
AF29  process  during  FY89  or  earlier  are  outlined  in  the  following 
paragraphs.   In  all  cases,  if  the  original  approved  AF29  for  the 
procurement  identified  Out-Year  Obligations  with  sufficient 
funding  and  number  of  years  which  include  FY90,  BSPP  does  not 
require  a  new  AF2  9.   It  is  the  department's  responsibility  to 
ensure  that  the  appropriate  encumbrances  are  established  in  MMARS 
to  allow  existing  contracted  services  to  continue  uninterrupted. 

To  expedite  level  5  on-line  approval  by  the  Office  of  the 
Comptroller,  departments  must  submit  to  the  Comptroller's: 

1.  A  photocopy  of  the  original  date-stamped  AF29  and 

2.  A  screen  print  of  the  SC  or  LO.   The  Document  ID  of  the 
MMARS  transaction  will  have  the  original  BSPP  file  number  as 
the  last  four  characters  of  the  sequence  number  and  a  '0'  in 
the  first  character  to  signify  fiscal  year  90. 

Although  all  original  contract  documents  are  filed  with  the 
Office  of  the  Comptroller  following  AF29  authorization  and  date- 
stamping,  departments  should  be  prepared  to  provide  the 
Comptroller's  staff  with  copies  if  necessary.   BSPP  will  assist 
departments  if  AF29-related  problems  arise  which  cannot  be 
resolved  between  the  Office  of  the  Comptroller  and  the 
department . 

Departments  should  also  forward  a  screen  print  of  the 
transaction  to  their  BSPP  Analyst  indicating  that  it  is  for  file 
purposes  only. 


Any  procurement  which  has  changed  in  scope,  funding 
source,  and/or  the  required  obligation  amount  must  go 
through  the  AF29  process  again  for  evaluation  and 
approval  of  the  changes.   Contact  your  BSPP  Analyst 
if  you  have  any  questions 


Maintenance 

Departments  who  procured  hardware  during  FY89  for  which 
maintenance  does  not  become  effective  until  FY90  and  for  which 
Out-Year  Obligations  have  been  authorized  must  sign  a  maintenance 
agreement  with  the  vendor  which  itemizes  the  equipment  covered  by 
the  agreement,  the  periodic  charges  for  each  item,  and  the 
duration  of  the  agreement.   Prior  to  the  point  in  time  that  the 
maintenance  goes  into  effect,  the  department  must  enter  the  SC 
and  forward  the  agreement,  a  copy  of  the  original  date-stamped 
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AF29,  and  a  screen  print  of  the  SC  to  the  Office  of  the 
Comptroller.   A  copy  of  the  agreement  must  also  be  filed  with 
BSPP. 


It  is  the  responsibility  of  the  department  to  ensure 
that  the  Comptroller's  staff  has  the  necessary 
documents  to  enter  level  5  approval  to  the  SC. 


MMARS  Shell  Transactions 

MMARS  will  not  generate  shell  transactions  from  any  FY89 
service  contracts  and  leases  (with  the  exception  of  TELP)  which 
reference  a  DR  or  a  DS.   Therefore,  the  department  must  enter  a 
new  SC  or  LO  for  FY90  directly  into  MMARS  for  any  service 
contracts  or  leases  established  in  FY89  which  had  AF29 
authorization  for  FY90  Out-Year  Obligations. 

If  shells  are  generated  for  any  SCs  which  do  not  meet  the 
criteria  described  above,  departments  have  the  option  to  use  the 
shell  or  to  delete  it  and  enter  a  new  transaction. 

Contact  the  Office  of  the  Comptroller  if  you  have  any 
questions  or  problems  with  shell  transactions. 


MMARS90.DOC 
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ATTACHMENT  B 


FY90 

AUTOMATED  AF29 
(June,  1989) 


DR  INPUT  FORM 


INSTRUCTIONS 


The  following  instructions  specify  how  the  EDP  Requisition  form 
should  be  completed.  Each  field  is  numbered  to  correspond  with 
the  sample  input  form,  each  description  of  the  field  identifies 
it  as  a  required  entry  or  an  optional  entry,  and,  where 
appropriate,  the  field  length  (total  number  of  characters  which 
may  be  entered)  is  identified  in  brackets. 


1. 


DEPARTMENT/ORGANIZATION  NAME 


Required.   [No  limit]   Enter  the  name  of  the  department  and 
the  organizational  unit  preparing  this  form. 


2. 


DEPT 


Required.   [3]   In  the  Document  ID,  the  alpha  code  for  the 
department  responsible  for  this  procurement. 


3. 


R/ORG 


Required.   [4]   In  the  Document  ID,  the  code  for  the 
organizational  unit  responsible  for  this  request. 


4. 


NUMBER 


Required.   [7]   In  the  Document  ID,  the  number  assigned  to 
the  document.   The  last  four  digits  of  the  number  must  be 
the  AF29  file  number  assigned  to  the  procurement  by  BSPP. 


5. 


DR  DATE 


Required.   [6]   Enter  the  date  for  this  transaction 
(generally  the  current  date)  in  month-day-year  format 


06/15/89 


ACCTG  PRD 

Optional .   [4]    If  left  blank,  the  entries  on  this  form  are 
recorded  in  the  current  accounting  period.   If  you  want  the 
transaction  recorded  in  another  accounting  period,  enter  the 
desired  accounting  period  using  fiscal  month  and  fiscal 
year.   For  example,  July  1989  would  be  entered  as  01  90, 
where  July  is  the  first  month  of  fiscal  year  1990.   Note: 
the  desired  accounting  period  must  be  open  in  MMARS  in  order 
to  enter  it. 

With  the  closing  of  one  fiscal  year  and  the  opening  of  a  new 
fiscal  year,  transactions  for  the  new  fiscal  year  must  have 
the  ACCTG  PRD  entered. 


7.    BUD  FY 


Optional .   [2]   If  left  blank,  the  entries  on  this  form  are 
recorded  in  the  current  fiscal  year.   If  you  want  the 
transaction  to  be  recorded  in  a  previous  fiscal  year,  enter 
the  last  two  digits  of  the  desired  fiscal  year. 

With  the  closing  of  one  fiscal  year  and  the  opening  of  the  a 
fiscal  year,  transactions  for  the  new  fiscal  year  must  have 
the  BUD  FY  entered. 


8 .    ACTION 


Required.   [1]   Enter  the  appropriate  action  code  for  the 
transaction. 

E  =  entry  of  a  new  pre-encumbrance 

M  =  modification  of  an  existing  pre-encumbrance 

9 .  RENEWAL 

Required .   [1]   Enter  "Y"  to  indicate  if  the  transaction  is 
a  renewal  of  a  previous  request,  or  "N"  to  indicate  that 
this  is  not  a  renewal  (that  is,  it  is  a  new  request). 

10.  CONTRACT  BID  TYPE 

Required.   [4]   The  one-character  alpha  code  to  designate 
the  method  of  procurement  for  the  request.   At  least  one 
code  must  be  entered;  the  system  will  accept  any  combination 
of  up  to  four  codes.   The  valid  codes  are: 


B  =  Blanket 

E  =  Emergency 

I  =  IFB 

P  =  Small  Purchase 

R  =  RFP 

S  =  Sole-Source  (Non-Competitive) 


11.   SUMMARY 


Required .   [30]   Enter  the  description  of  goods  and  services 
being  requested. 

For  a  modification  to  an  existing  DR,  enter  the  description 
of  what  is  being  changed  and,  if  space  allows,  an 
explanation  for  the  change. 

12.  ADP  PLAN 

Optional .  [8]  The  number  assigned  by  BSPP  to  the  ADP  Plan 
document  submitted  by  the  department . 

13.  INITIATIVE 

Required.  [20]  Enter  the  title  of  the  Initiative  from  the 
department's  ADP  Plan  under  which  this  procurement  is  being 
made . 


14.  PROCUREMENT  COORDINATOR 

Required.   [15]   Enter  the  name  of  the  person  responsible 
for  this  procurement. 

15.  ADDRESS 

Required.   [30]   Enter  the  address  of  the  person  responsible 
for  this  procurement. 

16.  TELEPHONE 

Required.   [12]   Enter  the  complete  telephone  number, 
including  area  code,  of  the  Data  Processing  Coordinator. 


17.  DOCUMENT  TOTAL 

Required .   Enter  the  total,  in  dollars  and  cents,  of  all 
line  items  on  the  form. 

If  the  lines  are  being  modified, 

1.  Add  together  all  amounts  that  are  coded  as 
increases  (  "  I"  ) ; 

2.  Add  together  all  amounts  that  are  coded  as 
decreases  ( "D" ) ; 

3.  Subtract  the  small  of  the  two  amounts  from  the 
larger  amount  and  enter  it  as  the  total.   If  the  total 
is  a  negative  figure  (decrease),  you  do  not  have  to 
enter  a  minus  symbol. 

18.  LN 

Required.   [2]   Enter  a  different  number  for  each  line  on 
the  form  (01,  02,  03,  etc.).   This  will  be  used  later 
whenever  an  encumbrance  references  this  pre-encumbrance 
line. 


19.  DEPT 

Required.   [3]   Enter  the  alpha  code  for  the  department 
responsible  for  this  procurement. 

20.  APPROP 

Required.   [8]   Enter  the  number  of  the  appropriation 
account  that  will  provide  the  funds  to  pay  for  the  item(s). 

21.  SUB 

Required.   [2]   Enter  the  subsidiary  code  within  the 
appropriation  account  to  which  the  item(s)  is  being  charged. 
Valid  subsidiaries  for  data  processing  procurements  are: 

00  -  All  categories 

03  -  Services 

12  -  Maintenance 

14  -  Supplies 

15  -  Equipment  Purchases 

16  -  Equipment  Lease/TELP 


22.   ORG 


Required.   [4]   Enter  the  code  of  the  organizational  unit 
that  will  pay  for  the  item(s). 


23.   OBJ 


Required.   [3]   Enter  the  code  that  describes  (categorizes) 
the  charge  for  the  item(s).   Valid  object  codes  for  data 
processing  are: 

103  -  ADP  Professional  Services 

J08  -  DP  Cabling  Services 

J15  -  DP  Services  (operational) 

6  01  -  Maintenance 
688  -  Supplies 

714  -  Equipment  Purchases 

7  37  -  Equipment  Lease/TELP 

24.  PROG 

Optional .  [4]  Enter  the  appropriate  program  code.  This 
entry  is  required  if  you  are  instructed  to  use  it  by  your 
department . 

25.  DESCRIPTION 

Optional .   Enter  comments  about  this  line.   It  is  advisable 
to  make  entries  to  describe  the  line  item  whenever  possible 

26.  LINE  AMOUNT 

Required.   Enter  the  amount,  in  dollars  and  cents,  for  this 
line . 

For  modifications,  enter  the  amount  of  the  increase  or 
decrease . 


27.   I/D 

Required  for  modifications.   I  =  increase  in  the  amount;  D 
decrease  in  the  amount. 


28.  OUT-YEAR  OBLIGATION 

Optional .   Enter  the  amount  per  year  requested  for  future 
obligations  associated  with  the  procurement.   That  is,  if  a 
total  of  $20,000  is  estimated  for  five  years,  enter  the 
amount  for  one  year,  or  $4,000. 

29.  YRS 

Optional .   Enter  the  number  of  years  for  which  the  Out-Year 
Obligation  is  requested.   If  Out-Year  monies  are  requested 
from  the  same  appropriation  account  and  sub/object 
classification  but  for  different  time  frames,  combine  the 
total  dollars  estimated  and  use  the  number  of  years 
associated  with  the  longest  time  frame.   For  example,  if  you 
purchase  equipment  in  FY90  and  you  will  want  maintenance  for 
one  additional  year  on  a  PC  at  $500  and  three  additional 
years  on  a  printer  at  $700  per  year,  the  total  Out-Year 
Obligation  requested  should  be  $1,200  (per  year)  for  three 
years.   Although  this  will  over-estimate  your  requirement, 
you  will  encumber  the  exact  amount  at  the  beginning  of  each 
fiscal  year. 
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DS  INPUT  FORM 


INSTRUCTIONS 


The  following  instructions  specify  how  the  EDP  Service  Request 
form  should  be  completed.   Each  field  is  numbered  to  correspond 
with  the  sample  input  form,  each  description  of  the  field 
identifies  it  as  a  required  entry  or  an  optional  entry,  and, 
where  appropriate,  the  field  length  (total  number  of  characters 
which  may  be  entered)  is  identified  in  brackets. 


1. 


DEPARTMENT/ORGANIZATION  NAME 


Required.   [No  limit]   Enter  the  name  of  the  department  and 
the  organizational  unit  preparing  this  form. 


2. 


DEPT 


Required.   [3]   In  the  Document  ID,  the  alpha  code  for  the 
department  responsible  for  this  procurement. 


3 .    R/ORG 


Required.   [4]   In  the  Document  ID,  the  code  for  the 
organizational  unit  responsible  for  this  request. 


4. 


NUMBER 


Required.   [7]   In  the  Document  ID,  the  number  assigned  to 
the  document.   The  last  four  digits  of  the  number  must  be 
the  AF29  file  number  assigned  to  the  procurement  by  BSPP. 


5. 


DS  DATE 


Required.   [6]   Enter  the  date  for  this  transaction 
(generally  the  current  date)  in  month-day-year  format 


06/15/89 


6.    ACCTG  PRD 

Optional .   [4]    If  left  blank,  the  entries  on  this  form  are 
recorded  in  the  current  accounting  period.   If  you  want  the 
transaction  recorded  in  another  accounting  period,  enter  the 
desired  accounting  period  using  fiscal  month  and  fiscal 
year.   For  example,  July  1989  would  be  entered  as  01  90, 
where  July  is  the  first  month  of  fiscal  year  1990.   Note: 
the  desired  accounting  period  must  be  open  in  MMARS  in  order 
to  enter  it. 

With  the  closing  of  one  fiscal  year  and  the  opening  of  a  new 
fiscal  year,  transactions  for  the  new  fiscal  year  must  have 
the  ACCTG  PRD  entered. 


7.    BUD  FY 

Optional .   [2]   If  left  blank,  the  entries  on  this  form  are 
recorded  in  the  current  fiscal  year.   If  you  want  the 
transaction  to  be  recorded  in  a  previous  fiscal  year,  enter 
the  last  two  digits  of  the  desired  fiscal  year. 

With  the  closing  of  one  fiscal  year  and  the  opening  of  the  a 
fiscal  year,  transactions  for  the  new  fiscal  year  must  have 
the  BUD  FY  entered. 


8 .  ACTION 

Required .   [1]   Enter  the  appropriate  action  code  for  the 
transaction. 

E  =  entry  of  a  new  pre-encumbrance 

M  =  modification  of  an  existing  pre-encumbrance 

9.  VENDOR  CODE 

Required.   [9]   Enter  the  vendor  identification  number 
associated  with  this  vendor  and  listed  on  the  MMARS  Vendor 
File.   If  there  will  be  multiple  vendors  for  this  request, 
enter  "OPENORDER"  as  the  vendor  code. 


10.   VEND  TYPE 

Required.   [2]   Refer  to  the  VTYP  table  for  the  valid  vendor 
types.   A  few  examples  are: 


31  -  Individual  Consultant 

32  -  Individual  Consultant 

36  -  Individual  Consultant 

37  -  Individual  Consultant 


full-time  for  one  calendar  year 
full-time  for  less  than  one  year 
part-time  for  one  calendar  year 
part-time  for  less  than  one  year 


11.  VENDOR  NAME 

Required  except  for  OPENORDER 
vendor  for  this  request. 

12.  SUMMARY 


Fill  in  the  name  of  the 


Required.   [30]   Enter  the  description  of  goods  and  services 
being  requested. 

For  a  modification  to  an  existing  DR,  enter  the  description 
of  what  is  being  changed  and,  if  space  allows,  an 
explanation  for  the  change. 
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ADP  PLAN 


Optional.   [8]   The  number  assigned  by  BSPP  to  the  ADP  Plan 
document  submitted  by  the  department . 


14 


INITIATIVE 


Required.  [20]  Enter  the  title  of  the  Initiative  from  the 
department's  ADP  Plan  under  which  this  procurement  is  being 
made. 


15.  PROCUREMENT  COORDINATOR 

Required.   [15]   Enter  the  name  of  the  person  responsible 
for  this  procurement. 

16.  ADDRESS 

Required.   [30]   Enter  the  address  of  the  person  responsible 
for  this  procurement. 


17.   TELEPHONE 


Required.   [12]   Enter  the  complete  telephone  number, 
including  area  code,  of  the  Data  Processing  Coordinator 


18.   RENEWAL  IND 

Required.   [1]   Enter  "Y"  to  indicate  if  the  transaction  is 
a  renewal  of  a  previous  request,  or  "N"  to  indicate  that 
this  is  not  a  renewal  (that  is,  it  is  a  new  request). 


19.  DOCUMENT  TOTAL 

Required.   Enter  the  total,  in  dollars  and  cents,  of  all 
line  items  on  the  form. 

If  the  lines  are  being  modified, 

1.  Add  together  all  amounts  that  are  coded  as 
increases  ( "I "  ) ; 

2.  Add  together  all  amounts  that  are  coded  as 
decreases  ( "D" ) ; 

3.  Subtract  the  small  of  the  two  amounts  from  the 
larger  amount  and  enter  it  as  the  total.   If  the  total 
is  a  negative  figure  (decrease),  you  do  not  have  to 
enter  a  minus  symbol . 

20.  CONTRACT  BID  TYPE 

Required.   [4]   The  one-character  alpha  code  to  designate 
the  method  of  procurement  for  the  request.   The  valid  codes 
for  data  processing  requests  are: 

B  =  Blanket 

E  =  Emergency 

I  =  IFB 

P  =  Small  Purchase 

R  =  RFP 

S  =  Sole-Source  (Non-Competitive) 

21.  RENEWAL  AMOUNT 

Optional .   Enter  the  dollare  amount  that  it  would  cost  to 
renew  this  request  until  the  end  of  the  fiscal  year. 


22.  OUTSIDE  PAYMENT 

Optional .  Enter  the  dollar  amount  (if  any)  which  will  be 
paid  by  a  department  or  non-state  organization  other  than 
the  department  or  organization  responsible  for  this  request. 

23.  ANNUALIZATION 

Optional .   Enter  the  dollar  amount  it  would  cost  if  this 
request  were  for  a  twelve-month  contract. 

24.  LN 

Required.   [2]   Enter  a  different  number  for  each  line  on 
the  form  (01,  02,  03,  etc.).   This  will  be  used  later 
whenever  an  encumbrance  references  this  pre-encumbrance 
line . 


25.  DEPT 

Required.   [3]   Enter  the  alpha  code  for  the  department 
responsible  for  this  procurement. 

26.  ORG 

Required.   [4]   Enter  the  code  of  the  organizational  unit 
that  will  pay  for  the  item(s). 

27.  S/ORG 

Optional .  [2]  (May  be  required  by  your  department.)  Enter 
the  code  for  the  suborganizational  unit  contracting  for  this 
service.  Refer  to  the  Suborganization  Table  (SORG)  for  your 
department  for  a  list  of  valid  codes . 

28.  APPROP 

Required.   [8]   Enter  the  number  of  the  appropriation 
account  that  will  provide  the  funds  to  pay  for  the  item(s). 


29.   SUB 


Required.   [2]   Enter  the  subsidiary  code  within  the 
appropriation  account  to  which  the  item(s)  is  being  charged 
Valid  subsidiaries  for  data  processing  procurements  are: 

00  -  All  categories 
03  -   Services 
12  -  Maintenance 


30.   OBJ 


Required.   [3]   Enter  the  code  that  describes  (categorizes) 
the  charge  for  the  item(s).   Valid  object  codes  for  data 
processing  are: 

H03  -  ADP  Professional  Services  (New  classification 

system) 
J08  -  DP  Cabling  Services  (New  classification  system) 
J15  -  DP  Services  (operational)  (New  classification 

system) 
6  01  -  Maintenance 


31.   S/OBJ 


Optional .-   [2]   (May  be  required  by  your  department.)   Enter 
the  code  from  your  department's  Subobject  Table  (SOBJ)  that 
best  describes  this  service. 


32.   PROG 


Optional .  [4]  Enter  the  appropriate  program  code.  This 
entry  is  required  if  you  are  instructed  to  use  it  by  your 
department . 


33.   TY 


Optional.   [1]   This  block  must  be  completed  if  PROJ/CL/GRC 
is  completed.   This  field  indicates  whether  the  following 
field  is  a  client,  a  project,  or  a  general  reporting 
category.   C  =  Client;  P  =  Project;  G  =  General  Reporting 
Category. 


34.  PRJ/CL/GRC 

Optional ,  for  reporting  purposes  only.   (Required  if  the  TY 
field  is  completed.)   This  field  is  used  for  a  client 
number,  a  project  code,  or  a  general  reporting  category 
code.   The  coding  of  this  field  depends  upon  specific 
department  needs  and  may  be  required  by  your  department . 

35.  RPTG 

Optional,  for  reporting  purposes  only.   [4]   This  field  may 
be  required  by  your  department.   Refer  to  the  Reporting 
Category  Table  (RPTG)  for  a  list  of  valid  codes. 

36.  SERV  CODE 

Required  for  consultant  services  in  the  03  subsidiary.   [4] 
Refer  to  the  Service  Code  Table  (SERU)  for  a  list  of  valid 
codes . 


37.  SERV  UNIT 

Optional .   [4]   Enter  one  of  the  units  of  measure  form  the 
Service  Unit  Table  (SERV)  such  as: 

Days  =  daily        Week  =  weekly 
Hour  =  hourly       Mnth  =  monthly 

38.  CPCTY 

Optional .   Enter  the  maximum  capacity  (number  of  units) 
provided  by  this  vendor  under  the  proposed  contract. 

39.  DATES  OF  SERVICE 

Required.   Enter  the  "from"  and  "to"  dates  for  this  request 
in  month-day-year  format. 

40.  NUM  UNITS 

Required.   Enter  the  number  of  units  that  are  being 
contracted.   If  this  is  not  a  unit-based  contract,  enter 
"1".   If  the  number  of  units  is  being  modified,  enter  the 
amount  of  the  increase  or  decrease  in  the  number  of  units . 


41.   I/D 


Required  for  modifications  to  the  number  of  units.   I  = 
increase;  D  =  decrease. 


42.   RATE 


Required.   Enter  the  rate  for  each  service  unit  on  the  pre- 
encumbrance.  If  only  one  unit  is  listed,  the  rate  is  the 
amount  being  encumbered.   If  the  rate  is  being  modified, 
enter  the  amount  of  the  increase  or  decrease  in  the  rate. 


43.   I/D 


Required  when  the  rate  is  being  modified.   I  =  increase;  D 
decrease . 


44.   LINE  AMOUNT 

Required .   Enter  the  amount,  in  dollars  and  cents,  for  this 
line. 

For  modifications,  enter  the  amount  of  the  increase  or 
decrease. 


45.   I/D 

Required  for  modifications.   I  =  increase  in  the  amount;  D 
decrease  in  the  amount. 


46.  OUT-YEAR  OBLIGATION 

Optional .   Enter  the  amount  per  year  requested  for  future 
obligations  associated  with  the  procurement.   That  is,  if  a 
total  of  $20,000  is  estimated  for  five  years,  enter  the 
amount  for  one  year,  or  $4,000. 

47.  YRS 

Optional .   Enter  the  number  of  years  for  which  the  Out-Year 
Obligation  is  requested.   If  Out-Year  monies  are  requested 
from  the  same  appropriation  account  and  sub/object 
classification  but  for  different  time  frames,  combine  the 
total  dollars  estimated  and  use  the  number  of  years 


8 


associated  with  the  longest  time  frame.   For  example,  if  you 
purchase  equipment  in  FY90  and  you  will  want  maintenance  for 
one  additional  year  on  a  PC  at  $500  and  three  additional 
years  on  a  printer  at  $700  per  year,  the  total  Out-Year 
Obligation  requested  should  be  $1,200  (per  year)  for  three 
years.   Although  this  will  over-estimate  your  requirement, 
you  will  encumber  the  exact  amount  at  the  beginning  of  each 
fiscal  year. 

48.   SIGNATURES 

Optional .   (May  be  required  by  your  department.)   Complete 
this  block  for  your  internal  approval  process. 
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AUTOMATED  AF29  AUTHORIZATION  FORM 
PRINT  SPECIFICATIONS 


Effective  in  Fiscal  Year  1990,  the  AF29  Authorization  Request 
Form  will  be  printed  from  departments'  entries  of  DR  and  DS 
transactions  in  MMARS .   That  is,  a  department  will  enter  a  DR  in 
MMARS,  the  system  will  process  the  DR  during  nightly  cycle  and 
will  print  the  AF29  form  at  the  OMIS  Data  Center  on  the  8th  floor 
of  the  McCormack  Building.   The  forms  will  be  available  for  pick- 
up by  departments  at  the  OMIS  Customer  Service  Center.   AF29 
forms  for  those  departments  who  currently  have  all  MMARS  reports 
mailed  will  be  included  in  the  mailing. 

Departments  will  then  submit  their  signed  AF29  form  to  their 
Secretariat  for  signatures  and  to  BSPP. 

The  following  is  a  list  of  each  field  on  the  AF29  form  in  the 
order  in  which  they  appear  on  the  form.   The  list  identifies  the 
source  of  the  information  in  each  field  and  a  description  of 
information.   Any  field  which  is  noted  as  "System-generated" 
means  that  the  source  of  the  information  is  the  entry  by  the 
department  on  the  DR  or  DS  in  MMARS  and  the  listing  provides  a 
cross-reference  to  the  numbered  items  on  the  DR  and  DS  Input 
Forms  and  Instructions.   Any  field  noted  as  "Manual  entry"  means 
that  the  field  will  be  blank  when  the  form  is  printed  and  the 
department  must  fill  in  the  necessary  information. 


A.  FY :   System-generated.   The  numeric  value  for  the  fiscal 

year  will  be  generated  from  the  Budget  Fiscal  Year  entered 
on  the  DR/DS. 

DR   =  #7  DS   =  #7 

B.  SEC:   System-generated.   The  secretariat  code  will  be  in- 
ferred and  printed  from  the  MMARS  tables  associated  with  the 
department  code  found  in  the  "DOC  ID"  of  the  DR/DS. 

DR   =  Inferred  from   #2    DS  =   inferred  from   #2 

C.  DEPT. :  System-generated.  The  three  letter  department  code 
will  be  printed  from  the  department  code  in  the  "DOC  ID"  of 
the  DR/DS. 


DR   =    #2  DS  =    #2 
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D.  ORGANIZATION  NAME:   Manual  entry.   The  department  must  enter 
the  organization  name  to  which  the  procurement  will  be 
charged. 

DR   =  #2  DS   =  #2 

E.  DOCUMENT  ID  NUMBER:   System-generated.   The  Document  Id  num- 
ber will  be  printed  from  the  "DOC  ID"  entered  on  the  DR/DS. 

DR   =  #2,  3,4  DS   =  #2,  3,     4 

F.  TYPE  OF  REQUEST:   System-generated.   The  Type  of  Request 
will  be  printed  based  on  the  entry  in  the  "ACTION"  and  "RE- 
NEWAL" fields  of  the  DR/DS.   If  the  Action  is  "E"  and  Renew- 
al is  "N",  the  system  will  print  "NEW".   If  the  Action  is 
"E"  and  the  Renewal  is  "Y",  the  system  will  print  "RENEW". 

DR   =    #8    &    9  DS  =    #8   &    18 

For  modifications  to  a  DR/DS,  the  system  will  read  the 
"ACTION"  field.   If  the  Action  is  "M" ,  the  DR/DS  data  will 
print  on  a  separate  AF29  request  form,  identified  with  Type 
of  Request  MODIFICATION  pre-printed  on  the  form. 

DR   =    #8  DS  =    #8 

G.  PROCUREMENT  COORDINATOR:   System-generated.   The  Coordinator 
name  will  be  printed  from  the  entry  in  the  "COORD"  field  on 
the  DR/DS. 

DR   =  #2  4  DS   =  #15 

H.    ADDRESS:   System-generated.   The  ADP  Coordinator's  address 

will  be  printed  from  the  entry  in  the  "ADDRESS"  field  on  the 
DR/DS. 

DR   =  #15  DS   =  #16 

I.  TELEPHONE:  System-generated.  The  telephone  number  for  the 
ADP  Coordinator  will  be  printed  from  the  entry  in  the  "TELE 
#"  field  on  the  DR/DS. 

DR   =  #2  5  DS  =    #17 
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J.  SUMMARY  DESCRIPTION  OF  GOODS  OR  SERVICES:  System-generated. 
The  summary  of  the  AF29  request  will  be  printed  from  the  en- 
try in  the  "SUMMARY"  field  on  the  DR/DS. 


DR   =  #11  DS  =   #12 

K.    DEPT.  SEQ.  NO.:   Manual  entry.   The  department  will  enter  a 
number,  if  applicable,  for  their  internal  document  tracking. 

DR  =   Not  Applicable  DS   =  Not  Applicable 

L.  DEPT.  ADP  INITIATIVE:  System-generated.  The  description  of 
the  ADP  initiative  will  be  printed  from  entry  in  the  "INITI- 
ATIVE" field  on  the  DR/DS. 

DR   =  §13  DS   =  #14 

M.    PLAN  NUMBER:   System-generated.   The  number  assigned  to  the 
department's  ADP  Plan  will  be  printed  if  an  entry  is  made  in 
"ADP  PLAN  #"  field  on  the  DR/DS.   This  MMARS  field  currently 
is  not  required. 

DR   =    #12  DS   =  #13 

N.    CODE  REFERENCE  TABLES:   No  entry.   Two  tables  with  the  valid 
data  processing  Subsidiary/Object  Codes  (which  will  be  gen- 
erated in  P)  and  Procurement  Codes  (which  will  be  generated 
in  0)  are  provided  on  the  AF29  form  for  reference  by  OMIS 
and  departments . 

DR  =   Not  Applicable  DS   =  Not  Applicable 

0.    CONTRACT  BID  TYPE:   System-generated.   The  code(s)  for  the 
type  of  procurement  for  the  AF29  request  will  be  printed 
from  the  entry (ies)  in  the  "PROCURE  TYPE"  field  on  the  DR/- 
DS .   Up  to  four  procurement  types  can  be  entered  for  one 
AF29  request.   The  codes  and  associated  literals  are  pro- 
vided in  the  table  (N) . 

DR   =  #10  DS   =  #20    (only  one   code  may  be 

entered) 

P.    SUB/OBJECT  SUMMARY:   System-generated.   The  amounts,  by  sub- 
sidiary/object code,  requested  for  the  procurement  are 
printed  from  the  line  entries  on  the  DR/DS.   The  system  will 
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add  the  amounts  for  all  subsidiaries  and  print  the  Total. 
This  Total  will  equal  the  total  in  the  Appropriation  Sum- 
mary (Q)  . 

DR   =    #21    &    23  DS  =    #29    &    30 

For  Modifications,  the  system  will  print  the  amount  of  the 
change  for  each  subsidiary/object  code,  the  increase/de- 
crease (I/D)  indicator  to  identify  what  the  change  is,  and 
will  calculate  the  net  result  based  on  the  original  request 
+/-  the  change.   For  subsidiary/object  codes  which  are  not 
changed,  the  system  will  print  "0"  in  the  "Change"  column 
and  will  print  the  original  amount  requested  in  the  "Net" 
column.   The  system  will  then  add  all  amounts  in  the  "Net" 
column  and  print  the  revised  total  amount  of  the  AF29  re- 
quest . 

DR   =  #21,    23,    27  DS   =  #29,    30,    45 

Q.    APPROPRIATION  SUMMARY:   System-generated.   The  system  will 
print  the  appropriation  account  numbers  from  the  "APPROP" 
field  on  the  lines  of  the  DR/DS,  print  the  type  of  appro- 
priation (S=State,  F=Federal,  B=Bond,  T=Trust)  based  on  the 
MMARS  table  values,  and  the  Net  amount  for  each  account. 
That  is,  if  the  same  account  is  entered  on  more  than  one 
line  of  the  DR/DS,  the  system  will  add  the  individual  line 
amounts  and  print  the  account  number  once  with  the  total  re- 
quest for  that  account. 

DR   =    #20  DS   =  #28 

For  modifications,  the  appropriation  account  number  and  type 
will  print  as  described  above.   The  system  will  print  the 
net  result  of  the  changes  entered  for  each  appropriation 
account  in  the  "Change"  column,  and  will  print  the  net  total 
for  the  account  based  on  the  original  requested  amount  +/- 
the  net  changes  to  the  account.   If  there  is  no  change  to  an 
original  appropropriation  account  amount,  the  account  number 
and  type  will  be  printed  with  "0"  in  the  "Change"  column  and 
the  original,  unchanged  amount  in  the  "Net"  column.   The 
system  will  add  all  revised  amounts  in  the  "Net"  column  and 
will  print  the  revised  Total  amount  of  the  AF29  request. 
This  Total  will  equal  the  Total  in  P. 

DR   =  #20   &    27  DS  =    #28   &    45 
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R.    OUT-YEAR  AUTHORIZATION:   System-generated.   The  system  will 
print  the  appropriation  account  number,  subsidiary/object 
code,  the  yearly  amount  requested  and  the  number  of  out 
years  requested  for  approval.   The  system  will  multiply  the 
yearly  amount  entered  by  the  number  of  years  and  will  print 
the  Total  out-year  amount  requested  for  the  appropriation/- 
subsidiary/object  code.   The  system  will  also  add  the  out- 
year  appropriation  line  totals  and  print  the  Total  amount 
requested  for  out-year  authorization.   Note:   If  more  than 
one  sub/object  is  requested  for  the  same  appropriation  ac- 
count, the  account  number  will  print  for  each  sub/object 
listed. 

DR   =  #25  &    29  DS   =  *46   &    47 

S.  *  *:  System-generated.  The  system  will  print  the  message 
"Warning  This  Document  Does  Not  Have  Sufficient  Funds  Avail- 
able As  Of  [run  date]"  whenever  the  DSprocesses  through  the 
nightly  cycle  and  rejects  because  there  are  insufficient 
funds  to  cover  the  request.  Although  the  DR/DS  will  reject 
in  MMARS,  the  system  will  print  the  AF29  form  in  order  to 
allow  the  request  process  to  continue. 

DR   =  Not  Applicable  DS   =  Not  Applicable 

T.    FISCAL  YEAR:   System-generated.   Based  on  the  entry  in  the 
"BUDGET  FY"  field  of  the  DR/DS,  the  system  will  print  the 
appropriate  fiscal  year  (as  in  #1  above). 

DR   =  #7  DS   =  #7 

U.    DEPT.  SIGNATURE:   Manual  entry.   The  department  head,  or 

authorized  designee,  for  the  department  requesting  the  pro- 
curement must  check  the  appropriate  box  pertaining  to  the  a- 
vailability  of  funds  and  must  sign  and  date  the  AF29  form. 

DR  =   Not  Applicable  DS   =  Not  Applicable 

V.    SECRETARIAT  SIGNATURE:   Manual  entry.   The  secretariat  for 
the  requesting  department  must  sign  and  date  the  AF29  form. 

DR  =   Not  Applicable  DS  =   Not  Applicable 
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W.    BSPP  SIGNATURE:   Manual  entry.   The  Director  of  BSPP,  or 

designee,  must  sign  and  date  the  AF29  form,  thereby  approv- 
ing the  request. 

DR  =   Not  Applicable  DS  =  Not  Applicable 

X.    A&F  SIGNATURE:   Manual  entry.   The  Commisioner  of  Admini- 
stration, or  designee,  must  sign  and  date  the  AF29  form, 
thereby  approving  the  request  for  final  processing. 

DR  =   Not  Applicable  DS  =  Not  Applicable 

Y.    VENDORS:   System-generated  or  manual  entry.   The  system  will 
print  the  vendor  name  (or  OPENORDER)  and  the  vendor  code 
from  the  entry  on  a  DS .   If  the  MMARS  transaction  is  a  DR, 
the  department  must  manually  fill  in  the  vendor  information 
for  the  request  before  forwarding  the  AF29  for  approval. 

DR  =   Not  Applicable  DS  =   #9 

Z.    CONTRACT  DATES  OF  SERVICE:   System-generated  or  manual 

entry.   The  system  will  print  the  start  and  end  dates  for  a 
contract  from  the  entries  on  a  DS.   For  requests  which  in- 
clude both  goods  and  services,  thereby  requiring  a  DR  trans- 
action, the  department  must  manually  fill  in  the  dates  of 
service  pertaining  to  services. 

DR  =   Not  Applicable  DS  =   %39 

COMPTROLLER'S  DATE  STAMP:   No  entry.   BSPP  will  bring  all 
approved  AF29  requests  to  the  Comptroller's  for  the  required 
date  stamp. 

DR   =  Not  Applicable  DS   =  Not  Applicable 


NOTES 

1.    If  a  department  user  goes  into  MMARS  and  changes  a  DR  or  DS 
after  it  has  printed,  the  AF29  form  will  print  again.   The 
department  will  either  sign  off  on  and  forward  the  correct 
version,  or  discard  the  second  copy  if  the  original  has  already 
been  forwarded  to  BSPP.   The  department  must  then  either  1) 
request  BSPP  to  adjust  the  original  AF29  if  appropriate,  or  2) 
take  no  action  if  the  changes  were  for  items  which  are  not 
captured  on  the  AF29  form  and  do  not  require  our  approval. 
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2.    If  a  department  user  goes  into  MMARS  and  views  the  DR  or  DS 
and,  as  a  result,  the  "LAST  USERID"  changes  on  the  Suspense  File, 
the  AF29  will  print  again.   The  department  must  discard  the 
second  copy.   (This  occurs  for  all  documents  printed  through 
MMARS  and  is  not  specific  to  the  AF29  form. ) 
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EXECUTIVE  OFFICE  OF  ADMINISTRATION  AND  FINANCE 
OFFICE  OF  MANAGEMENT  INFORMATION  SYSTEMS/BUREAU  FOR  SYSTEMS  POLICY  &  PLANNING 


SEC. 


Q  r(o 


ORGANIZATION  NAME 


m 


DOCUMENT    ID   NUMBER 


U. 


TYPE  OF  REQUEST: 


& 


PROCUREMENT  C 


OQftW^LATORl 


NAME    AND  TITLE  )  ADDRESS 


m 


SUMMARY  DESCRIPTION  OF  GOODS  OR  SERVICES  TO  BE  PROCdfctB^ 


TELEPHONE 


m 


DEPT.    ADP    INITIATIVE: 


PLAN   NUMBER 


OS/ISO/  ■  Ser.lces      15/71*/  ■  Purt*rtt           lt/tee  ■  Supplies 
12/40 1  /  •  Helntenence   1 4/757 /  •  Lease/Rent   00/ •  All  ObJ 


E 


AMOUNT    >~-< 


S    ■    RFB 

:  ■  ifb 

B    •    Blanket 


P  •   Saall  Purchase 
S  •  Non-Ceape tltlve 

t     ■   Eaerjency 


CONTRAP?~&JD    TYPE 
0 


SUB/OBJECT  SUMMARY 


w 


TOTAL . . 


APPROPRIATION  SUMMARY 
APPR.  ACCT.       TYPE  NET 


© 


TOTAL. 


SUB/OBJECT 


OUT  -  YEAR  AUTHORIZATION 
AMOUNT 


YRS 


TOTAL 


m. 


TOTAL. 


Availability  of  Funds: I  request  authorization  to  ppocure^tKe^og^ds  op  services  described  in  the  supporting 
documents  filed  with  this  Request.  I  certify  for  FISCAL  YEAR  f       ^^he  first  fiscal  year  in  which  payments 
will  be  eade  to  the  selected  contractor » that  sufficent  funds:!   ■ 


□   art  (pacifically  available  ]n  the  Indicated  I-] 

■  pproprj  etlon  and  suosldH'y  acct».  L— I 

□reaulre  transfer  af  fundi  froa  another  subsidiary  P"l 

account  I— I 


reoulre  transfer  of  fund*  froa  another 
appropriation 

arr  eontlnjent  upon  appropriations  not 
yet  aade  for  current  fiscal  year. 


Signature  of  Officer  in  charge  of  Dept: 
Print  or  type  name  and  title: 


u 


Date 


This  request  approved  by  the  Executive  Office  of 


(vj 

Secretary     N, / 


Date 


To  the  Commissioner  of  Administration: 
I  recommend  that  expenditure  of  the  above  amounts 
be  authorized  and  the  attached  contract ,  purchase 
order  or  wortvorder  be  approved. 


mr 


Director   of   B>SPP/ 


Date 


To  the  Comptroller:  I  approve  the  contract*  purchase  order  or  work  order.  The  requesting  organization 
is  hereby  authorized  to  expend  funds  up  to  the  amount  shown  above.  This  authorization  must  be 
for  additional  expend i 


litures.         /*   '"N 

ll) 

Commissioner  OTTTdministrat i 


on 


Date 


(h 


VENDOR 


VEN  CODE 


MAXIMUM  AMOUNT 


KIN 


SB 


CONTRACT  DATES  OF  SERVICE:    FROM 


m 


TO 


NOTE:The  contrect   is  not  af fective~until   the  date   this  AF-29   is  stamped  by 
the  Comptroller.    The  contractor  may  not  provide  any  services >   or  deliver  any 
goods »   before  that  date.    The  department  may  not   receive  any  services   or  goods 
before   that  date. 


COMPTROLLER'S  DATE  STAMP 


FY 
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EXECUTIVE  OFFICE  OF  ADMINISTRATION  AND  FINANCE 
OFFICE  OF  MANAGEMENT  INFORMATION  SYSTEMS/BUREAU  FOR  SYSTEMS  POLICY  4  PLANNING 


SEC. 


DEPT. 


ORGANIZATION  NAME 


DOCUMENT  ID  NUMBER 


SUBSIDIARY/OBJECT  CODESt  03/130   12/601   14/688   15/714   16/737   00/. 


=  all  objects 


SUB/OBJECT   SUMMARY 


AMOUNT 


TOTAL. 


APPROPRIATION  SUMMARY 
APPR.  ACCT.      TYPE 


NET 


TOTAL 


APPR.  ACCT 


SUB/OBJECT 


OUT-YEAR  AUTHORIZATION 
AMOUNT  YRS 


TOTAL 


TOTAL 


ATTACHMENT  C 


FY90 

REQUIRED  FORMS 
(June,  1989) 


REQUIRED  FORMS 


In  addition  to  the  required  Justification  Statement  and  AF29  Form  signed  by  the 
Chief  Financial  Officer/Department  Head  and  Secretariat  if  appropriate,  the  following 
documentation  is  required  for  the  various  types  of  procurements  for  timely  processing 
by  BSPP. 

NOTE:  For  all  types  of  procurements  listed  below  which  require  a  contract,  BSPP 
Legal  Counsel  must  review  the  contract  in  advance.  Contracts  which  have  been  signed 
prior  to  BSPP  review  may  be  rejected. 

PURCHASES  /  SOFTWARE  LICENSES 

COMPETITIVE 

Four  (4)  Original,  fully  executed  contracts 
Standard  Work  Order  Form 

BLANKET 

Standard  Work  Order  Form 

SOLE  SOURCE 

New  Vendor:  Four  (4)  Original,  fully  executed  contracts 
Standard  Work  Order  Form 

Current  Vendor:  Standard  Work  Order  Form 

Note:  Subject  to  BSPP  legal  counsel  review,  we  may  be  able  to  accept  a  one  (1) 
page  agreement  referencing  the  terms  and  conditions  of  existing  contract  with  ' 
that  vendor. 

DATA  LINES 

Standard  Work  Order  Form 

OMIS  Data  Center:  New  England  Telephone  Order 
Standard  Work  Order  Form  "" 

SERVICE  CONTRACTS 

NOTE:  BSPP  Legal  Counsel  must  review  aH  contracts  before  the  vendor  and  the 
Department  sign  the  contract. 
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03  CONTRACTS 

Four  (4)  Original,  fully  executed  contracts 

SC  input  form  (for  funds  which  have  been  pre-encumbered  on  a  DR,  or  an 

OPENORDER  DS) 

CABLING  SERVICES 

Original  signed  Cable  Estimate 

SC  Input  Form  (for  funds  which  have  been  pre-encumbered  on  a  DR,  or  an 

OPENORDER  DS) 

MAINTENANCE 

(A  Justification  statement  is  not  required  to  initiate  maintenance) 
NOTE:  Inventory  listing  is  required  for  maintenance  request 

Blanket/existing  contract:  Maintenance  order  form 

SC  input  form  (for  funds  which  have  been  pre-encumbered  on  a  DR,  or  an 

OPENORDER  DS) 

New  contract/vendor:  Four  (4)  Original  fully  executed  contracts,  which  includes  a 
maintenance  schedule. 

SC  input  form  (for  funds  which  have  been  pre-encumbered  on  a  DR,  or  an 
OPENORDER  DS) 


oc 


MODIFICATIONS 
DECREASE 


Contract  still  within  the  contract  terms:  Four  (4)  Original  contract  amendments,  or 
notice  of  contract  termination. 
SM  system  generated  671 A  report 

Contract  that  has  expired:  SM  system  generated  671 A  report 
(copy  of  original  AF29:  new  AF29  not  required) 

Maintenance:  A  Justification  statement 
SM  system  generated  671 A  report 


INCREASE 


Contract  still  within  the  contract  terms:  Contract  amendment 
SM  system  generated  671 A  report 

Contract  that  has  expired:  four  (4)  New  original,  fully  executed  contracts 
SC  input  form  (for  funds  which  have  been  pre-encumbered  on  a  DR,  or  an 
OPENORDER  DS) 


LEASE  ORDERS 

LEASE 


TELP 


Four  (4)  Original  Lease  Agreements 
LO  input  form 


Authorization  Letter  From  OMIS  Administration 
Order  Letter  to  vendor 


NOTE:  Once  BSPP  approves  the  DR  transaction,  OMIS/ADM  processes  LO's  for 
all  TELP  procurements. 


INTRAGOVERNMENTAL  SERVICE  AGREEMENTS 


Four  (4)  Original  Intragovernmental  Service  Agreements 

NOTE:  Once  BSPP  approves  the  DR  transaction,  the  Department  enters 
purchase  orders  and  the  Comptroller  approves. 


Copies  of  the  required  work  order  forms  are  available  at  the  BSPP  Reception  Desk.  If 
you  have  any  questions  regarding  the  need  or  the  use  of  these  forms  for  a  procurement, 
you  should  discuss  it  with  your  BSPP  Analyst. 
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